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Welcome to VA-PAS! 

Background: 
 
The VA-PAS is an innovative system comprised of a database which is utilized as a 
repository populated with employee contact information such as home telephone, 
personal cell phone, and government issued blackberry.  The system is designed to be 
used as a vehicle for contacting, informing, and determining the location of VA 
employees and contractors during an emergency.  It provides timely information and 
alerts to VA personnel, along with the means to self-report status and location during an 
event.   
 
Instructions: 
 
1.  Click here to go to VA-PAS.  (or go to https://vapas.navy.mil) 
 
2.  Select the words “VA Employee and Contractor Log-in” as shown on the left-hand 
side of the page below to access the Veterans Affairs Employees and Contractors 
portion of VA-PAS. 
 

 
 
 

3.  If this is your first time logging in, select the link titled, “If this is your first time 
logging in then click here for a VA-PAS temporary password” and proceed to step 
4. 
 
If this is not your first time logging in, type in your Windows username (for example: 
vhajohndoe), then your VA-PAS password and proceed to step 8.  If you don’t know 
your password, select the link titled “I don’t know my password” and proceed to step 4 
to obtain a temporary password. 

 

https://vapas.navy.mil/
https://vapas.navy.mil/
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4. To request a temporary password, type in your Windows username and select 
“Primary Email”.  Note:  If you have logged on to VA-PAS before and you have a 
secondary email address in VA-PAS, you may select the “Send temporary password 
to my: secondary email” option. 
 

 
 
 
NOTE:  You must enter a valid username, which is your VA Windows log-on name or 
VA GAL “alias”, to submit your request for a temporary password.   If you do not enter a 
valid username, you will get the below error screen with instructions on how to proceed. 
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5. If you enter a valid username, the system will send you a temporary password via 
email.  The time delay between requesting and receiving the temporary password email 
varies but is normally less than 3 minutes.  
 
 

 
 
 

NOTE:  If VA-PAS does not have a valid email address for you in the system, you will 
not receive a temporary password. 
 
 
6. After you retrieve the temporary password from your email, return to VA-PAS and log 
on with your VA Windows username and the temporary password. 
 
 

 

 



Page 4 of 7 

 

7. You will need to create a new password that complies with the specified rules for 
accessing VA-PAS.  You will use this new password for future VA-PAS log-ons. 

 

 
 
 

8. After changing your password, you will be logged on to VA-PAS and should proceed 
to complete the on-line VA-PAS employee training if you have not already done so.  The 
VA-PAS employee training link is located on the Home tab and the Event tab as shown 
below: 
 
Home Tab: 
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Event Tab: 
 

 
 
  
 

Selecting the CBT video icon link on the VA-PAS home page will take you to:  
https://vapas.navy.mil/CBT/Employees/player.html 
 

 
9.  To self-update your VA-PAS contact and location information, click the “My Info” tab 
at the top of your screen. 
 
 

 
 
 
 
10.  On the My Info page, click “Contact Information” in the menu on the left side. 
 

 
 
  

https://vapas.navy.mil/CBT/Employees/player.html
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11.  To change or update your work location, click on the “Change” button in the second 
blue box titled, “Work Information”.   
 

 
 
Select your VA work state, city, and street address, then input your room number, floor, 
and building number (if applicable), and click “OK” as shown below. 

 

 
 

NOTE:  If you select “Other” for any work address field, you will be asked to submit a 
proposed new work location and your work location will remain in a “pending” status 
until VA management approves or denies it. 
 
 

12.  To edit your contact information and home address, click on the “Edit Contact 

Info” button on the right side of the third blue box titled, “Personnel's Contact Info”. 
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13.  Enter your contact information and home address in the fields of the blue box on 
the left titled, “VA-PAS Information”.  Please complete all fields as shown below: 
 

 
 
14.  Click the “SAVE” button at the bottom of the page to view your updated information 
on the Contact Information page. 
 
15.  When you have completed the above steps, click the “Logout” button at the top-
right of the VA-PAS screen. 
 
Assistance with log on or information update: 
 
If you have trouble completing any of these steps please contact the VA-PAS help desk 
via email at VACOVAPASHelpDesk@va.gov.  
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